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MINUTES OF THE ADMINISTRATIVE STAFF MEETING 
September 25, 1991 


In attendance: Arisen Bye, Phyllis Cashin, Diana Lopez, Susan Grieco, Wanda Thomas, Linda 

Woods, Wanda Thomas, Indira Ramlatchan, Lisa Bacon, Michelle Martin, 
Ernestine Williams 


Absent: 
Prepared by: 


Lory Beaudojn^^^3^7^ ^ 
Phyllis Cas4i—- 


Phyllis started off the meeting by setting up appointments for all those present at the meeting to 
down with Juan Ailesandri to review FASTBACK at their own workstations. 
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We then had a continuation of the discussion of the status of each department's 'file plan." Phyllis 
asked everyone present to talk to the people in their departments to determine if a central departmental 
file system could be established, This effort is to determine if Linda and Lory's SOAR, setting up 
central files, could be achieved before submission to the SOAR Operating Committee. At our next 
meeting, everyone will report on their findings for their departments. Please be prepared. 

The next topic, presented by Susan Grieco, was a demonstration and explanation of how to box and 
label files which are in the room on the first floor. Boxes which are currently downstairs, and those 
boxes which will be sent downstairs in the future, will have a special label attached to the front 
(attached). Files contained in the boxes will be identified by each department, labeled in the 
appropriate format and returned to the room for storage. A reduced duplicate copy of the label will 
be filed in a roladex file in alpha or subject order. The deadline for re-labeling the boxes is January 2, 
1992. Phyllis wilt be working with each administrator personnally to make sure that this is 
accomplished. 

The group then discussed standardizing our Travei itinerary form. It was decided that the form should 
be as uncomplicated as possible. A copy of a preferred format for itineraries is attached. 

Lisa Bacon gave us a brief overview of the Breakfast with the President, which she was invited to on 
September 19. A result of her attendance is an idea, which she is formulating, to start an "activities 
committee* for the company. 

Arisen Bye will be working with Maria RojaS In Personnel to dress up the displays on the company's 
bulletin boards using a colored background. Any ideas from the group would be appreciated. 

The group then congratulated Ernestine Williams for her upcoming SOAR award. Her Idea was to post 
"Heimlich Maneuver" posters in the lunchroom. 

The last item was a discussion of seminars of interest to the group, and needed PC software training. 
Phyllis gave an update of the "Cox Learning Lab." A purchase requisition for audio cassette training 
would be submitted for the following software; WP51, Ventura Version Gem-3, Quatro Pro, and DOS. 
(This requisition was approved subsequent to the meeting.) Software training cassettes will be rotated 
among the group with a two week deadline for its use upon receipt. 
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Source: https://www.industrydocuments.ucsf.edu/docs/xgfn0004 
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Topics for next meeting to be held on October 16, 1991 at 12:30 in the Contracts conference room: 

File plans for department central file system. 

Viewing of Department videos prepared for the Open House. 
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